
With MyCalPAYS the STD. 607 Change in Established 
Position form will be replaced with an electronic interactive 
form incorporating automated workflow for approvals. The 
interactive form (displayed below) allows an employee with the position control initiator role to start the process to 
create a position, change a position or re-establish a position. The interactive form offers a web-based, automated 
process eliminating several paper processes for the state. The form will be accessible by those with the appropriate 
security role through the MyCalPAYS web portal. The human resources position control initiator will start the process 
to route, approve and update position changes in the system. 

Position Control 
Adobe Interactive Form

Following are positions included in the organizational 
management position control workflow approval process: 

• OM Position Control (Initiator) – An HR professional 
assigned to this role can initiate/start a process. This 
role has the ability to maintain fields on the forms. Other 
users will only see the form in display mode. If another 
user requires a change to the form, they must reject 
the form. It will be routed back to the initiator to make 
the applicable changes and re-submitted through the 
workflow process. 

• OM Budget Analyst (First Approver – optional) – 
Depending on how a department is set up, this role 
is optional. If there is no user assigned this role in the 
department, the workflow will be automatically routed to 
the OM Budget Officer. 

• OM Budget Officer (Second Approver) – Approval at 
this level is required. A user in each department must 
be mapped to this role in the position control workflow 
process. 

• DOF Approver (Third Approver – optional) – When 
the initiator completes the form, he or she will identify if 
DOF approval is required.  If approval is required, the 
form will be routed to DOF. Otherwise the approver will 
be bypassed in the workflow process.

• SCO OM Support Staff (Final Approver) – This is the 
last person in the workflow approval process. Once 
this person approves the form, the new or changed 
position information will appear in the department’s 
organizational structure.

Once the final step of the workflow process is completed, 
MyCalPAYS will automatically update the new or changed 
position information. This eliminates the need for someone 
to re-key the position information into the system. As 
part of the workflow process there are built in system 
notifications. The OM Position Control (Initiator) and 
OM Budget Analyst (First Approver) are notified when a 
process is complete. If the initiator withdraws a process, 
all approvers who previously processed the form will be 
notified.


